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CNPBC EXPENSE POLICY

1.0 POLICY

Members will be reimbursed for reasonable out-of-pocket expenses incurred while on College business upon submission of an itemized expense report duly approved and supported by vouchers and receipts.  Only those expensed conforming to College policy and authorized in writing will be reimbursed.

All out-of-town travel must be pre-authorized by the authorized officer detailed in section 6.1 (b).

Requests for travel advances should be submitted to the College office at least one week before the funds are required.  A second advance for a subsequent trip will not normally be issued until the expense claim covering the first advance has been approved and submitted to the College office.

2.0 EXPENSES INCURRED WHILE TRAVELLING OUT-OF-TOWN

2.1 (a) Transportation

Economy class or its equivalent is the normal form of travel.  If a member wishes to travel on other than economy class, the member shall be responsible for the additional cost.

Under no circumstances will the College allow more than the actual fare paid.

Transportation at the destination shall be by the most cost-effective means possible.  Generally, this will mean the use of airport or hotel limousine services and taxis within the city; however a car rental may, in some circumstances be the most cost-effective.  A compact or sub-compact vehicle is considered appropriate unless the number of people involved necessitates a larger car.  Preauthorization and formal justification of the car rental in writing is required before the expense is incurred.  Pooling shall be utilized whenever more than one member is in the destination.

Transportation to and from the airport from the member’s home or office will be reimbursed or the cost of leaving the member’s car at the airport, whichever is the most cost-effective.

If a member so wishes s/he may opt to travel by personal car rather than air but reimbursement will be based on the most cost-effective mode of transportation.

2.1 (b)
Accommodation

Standard single accommodation at a first class business hotel will be allowed.  The College will reimburse all expenses for accommodation provided that the accommodation conforms to College policy and is suitable to the needs of the trip.  Should a member wish to pay the excess cost of more expensive accommodation, s/he may do so and the College will reimburse the cost of single accommodation in a standard first-class business hotel (i.e. - Holiday Inn or equivalent accommodation that the office has arranged.). 

  The maximum allowed will be as follows:

	

In-Province
	Summer
May 1 to September 30
(plus taxes)
	Other Seasons
October 1 to April 30
(plus taxes)

	Greater Vancouver
	$115
	$80

	Greater Victoria
	$95
	$70

	Whistler
	$65
	$80

	All other areas in BC
	$70
	$65


2.1 (c)
Meals

Reasonable expenses for meals when travelling or when attending business meeting of conferences involving meals are acceptable.  Meals for entertaining customers or other authorized guests are to be entered under ‘entertainment’ and must be justified.  Tips for meals should be included with the cost of meals.

1. Members are entitled to claim meal not exceeding specified limits given below.

On the date of departure, travel status must start before 7:00 a.m. to claim breakfast; before 12:00 noon to claim lunch; and, on the date of return, travel status must end after 6:00 p.m. to claim dinner. Recited meal allowances are as follows:

	Full*
Day $
	Half*
Day $
	Breakfast Only $
	Lunch
Only $
	Dinner
Only $
	B&L
Only $
	L&D
Only $
	B&D
Only $
	Incidental** Only $

	44.00
	N/A
	10.50
	12.25
	21.25
	22.75
	33.50
	31.75
	N/A


2.1 (d)
Sundry Expenses

Personal entertainment (including liquor, tips and miscellaneous).

An allowance of up to $20.00 per day will be granted to cover personal entertainment, tips and misc. expenses.  Receipts covering these expenses are required.

2.1 (e)
Laundry

The College will reimburse a member for laundry and dry cleaning expenses if the member is away for more than three days on College business.

2.1 (f)
Parking

The College will reimburse a member for parking expenses.  Receipts must be provided except in the case where meter parking is used.

2.1 (g)
Stolen Goods

Goods belonging to the College that are stolen are covered by the College’s insurance.  Goods belonging to the member that are stolen should normally be covered by the member’s personal insurance.  If for any reason that is not the case, the College may reimburse the reasonable cost of stolen goods considered necessary for the trip (photography equipment is excluded) providing a reasonable level of care was taken with the goods and, in the case of stolen cash, providing that excess amounts of cash are not carried.

2.1 (h) Lost Items

The College covers lost items belonging to the College; those belonging to the member are the responsibility of the member.

2.1 (i)
Medical Expenses

A member is liable for his/her own medical expenses.
2.1 (j)
Excess Baggage

The College will reimburse the cost of excess baggage if the excess baggage is needed to meet the objectives of the trip.

3.0 IN-TOWN EXPENSES


3.1 (a) Meals

The College will reimburse the cost of meals under the following circumstances: Taking authorized guests to lunch or dinner should be pre-authorized in writing by a signing authority.


3.1 (b)
Customer Entertainment

A signing authority must approve all business meals and entertainment of customers in advance.  Reasonable expenses for the meals and entertainment of customers will be paid, provided that: detailed records of all expenditures and who attended (including members) are submitted, and a signing authority authorized prewritten approval.

3.1 (c)Transportation Reimbursements

The College shall reimburse a member at $0.46 per kilometer for trips in-town of less than 30 km total, and $0.32 per kilometer for long distance trips greater than 30 km for use of his/her personal vehicle, if such usage is required on College business.  

4.0 NON-ALLOWABLE EXPENSES

The following expenses are generally considered non-allowable and will not normally be reimbursed by the College.


4.1 (a)
Supplier/Member Entertainment


Normally, the College will not reimburse the cost of entertainment of members.  
This includes hotel movie rentals.


4.1 (b)
Member’s Spouse

Generally, the College will not pay the additional costs of a spouse accompanying a member on a business trip.  Occasionally, it may be in the best in the best interest of the College for the member to be accompanied by his/her spouse in business trips.  Such occasions could arise when, for example: 

The trip involves meeting with customers who will be accompanied by their spouses, or a member is required to be away from home for extended periods of time (in excess of a month) on a regular basis. A recognized signing authority must authorize the presence of a member’s spouse beforehand.

4.1 (c) Personal Items

No expenditure of a personal nature may be claimed.  This includes such items as: self-entertainment (e.g., movies), reading material, hairdressers, personal calls, also, articles of personal wear of equipment which become the property of the member; and “side trips” not required for College business.

4.1 (d) Personal Accident Insurance

The College will not reimburse any expenses for additional personal accident insurance including air travel or car rental personal accident insurance.

4.1 (e) Miscellaneous


The College will not reimburse a member for fines, penalties, property damage caused by members.

5.0 MISCELLANEOUS


5.1 (a)
Benefits


Any benefits (i.e. air travel credits/airplane miles, discount vouchers, etc.) accruing from sources paid for by the College belong to the College and shall be turned into the college office.

5.1 (b) Income Tax Considerations

Canada Customs and Revenue may consider reimbursement of expenses to be ordinary income and hence taxable.  Accordingly, it is the member’s best interest to obtain and submit expense vouchers and receipts of all claimable expenses.

6.0 EXPENSE CLAIM PROCEDURE


6.1 (a) In-Town Expenses


Expenses claims must be submitted monthly to the College office.  Claims must 
detail all expenditures by date, giving the nature of, and reason for the expense 
with appropriate authorizations.


6.1 (b) Out-of-Town Expenses

Expense claims must be submitted to the College office within one week of the trip.  All receipts for expenditures over $20.00 must be attached, including the airline tickets (used and unused).

Where receipts were not obtainable, details must be given on the expense form.

Currency exchange coupons are to be retained for submission to the college office along with the expense claim, which should be submitted converted to Canadian funds.

The appropriate responsible signing authority must authorize expense claims.

If expenses were less than the advance, then a cheque for the difference should be attached to the expense claim.

7.0 SIGNING AUTHORITIES

The signing authorities for the College shall be the Treasurer and such other members as the Board shall appoint.

The funds of the College may be disbursed by cheque or otherwise only by authorized signature of the Treasurer and one other signing authority.

8.0 REDRESS

Should a member submitting an expense statement not follow the College policy for expenses, the Treasurer is to return the statement to the member to rectify.  Should a member not conform to these standards after resubmitting the statement, the College will refuse payment.
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